my|CalPERS Online Help

my|CalPERS  my|CalPERS Online Help is the first reference that members, business

Online Help partners, and CalPERS staff will access when they need information about
how to perform an activity while using my|CalPERS. Online Help contains
information about every screen, section and field in my|CalPERS.

Screen-level Online help can be accessed by selecting the global Help link at the top of
help every my|CalPERS screen. This link allows users to access online help for the
current displayed screen.

All fields that could display on the screen, based upon the perspective by
which a user is logged in, are identified and defined. Even if the user is not
able to view all fields on the actual my|CalPERS screen, the definitions of
each field will be available in online help.

Skip to: Content | Footer | Welcome City | Help | Zontact Us | CalPERS On-Line | Log out
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User sensitive Online help will display based upon the user’s login perspective. The three
help login perspectives are:
information e CalPERS staff
e Business Partners
e Members
This means that online help is designed to provide assistance to the specific
type of user, such as an employer business partner. When logged in as a
business partner, for example, only pertinent fields and screens will display.
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Online Help my|CalPERS Online Help screens have three sections: the Toolbar, Left hand
Screen format  npavigation section and the Contents pane.

1. The Toolbar displays horizontally across the top of the Online Help screen.

e The Table of Contents, Index and Search options open menus that allow
the user to navigate to specific content.

e The my|CalPERS Online Help Glossary contains frequently used
acronyms and common terms that appear throughout online help.

e The back and forward options provide additional navigational
functionality when selected.

2. The left-side navigation section displays content and functionality

associated with the Table of Contents, Index, Search, or Glossary options,

depending on the option selected in the Toolbar.

e The left-side navigation pane can be closed to optimize space on the
screen by selecting the close button (g1) in the top right corner of the left-
side navigation pane.

e You can re-open the left-side navigation pane by selecting one of the
toolbar options.

3. The Contents pane displays my|CalPERS Online Help page links.

A Back Forvard

|7 my|Calpers Online Help Overview Page mylcalpERs Online HElp Overview @
Howe To

G2 Apply For Benefits  Common Features Within my|CalPERS

62 Case Type Job Ais + Information in mylCalPERS Orline Help

2 Community Property X - :

& Employer Billing « Accessing and Navigating my|CalPERS Cnline Help

(& Estimate Your Benefits

G2 General Job Aids Common Features Within my|CalPERS Back to Tap

(& Generate and Distribute Docurmerts
(& Health Reconciliation

(2 Manage Agreements Below are comman features within my|CalPERS:
2 Manage Benefits

(2 Manage Case Workflow Inquiries » Mavigation
(2 Manage Financial Activities + Contents of my|CalPERS Page
(2 Manage Health Contract e Pullback Search

(2 Manage Health Enrallment o

(2 Manage Pension Audit + Eagination
-
-

2 Manage Prepaid Accounts Date Selector lcon
(2 Manage Retirement Contract Automatic Timeout
(2 Manage Retirement Enrallment
Q Manage Your Participant Record ; .
(2 Manage Your Profile Navigation Back to Top
2 Payroll Cantribution Reparting

(& Purchase Service Credit

(2 Search For People and Organizations
2 Systern Management

Helpful links display at the top of each my|CalPERS page and include:

& workflow Process Job Aids bbb Desrlptlnr‘l _
Help Pravides online help far each page in my|CalPERS.
Contact Us Pravides our online and phone contact infarmation, as well as regional office
information.
CalPERS On-Line Pravides a link ta the general public Weh site where public information can be
found.
Log Out Logs vou aut of my|CalPERS.
v
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Table of
Contents

Table of

Contents books

The Online Help Table of Contents displays in the left-side navigation
section of the Online Help screen and provides the names of each online help
and “How To...” topic. Select a topic to view the contents of the Online Help

available for the displayed screen.

To assist you in finding the online help page or “How To...” content, the
Table of Contents is divided into books (or folders) by business processes or

common functionality.

All online help pages are grouped within these books in alphabetical order; an
online help page displays only once in the Table of Contents. All “How
To...” online help pages are displayed alphabetically in a single book.

airch 5

nd & Retirerment Confract - How To

|7 Apply for & Refund or Rollover - How To

|7 Apply for Death Benefits - How To

|7 Apply for Disability Retirement - How To

|7 Business Pariner Maintenance - How To

|7 Complete a Benefit Application - How To

|7 Create and Distribute Documents - How To

|7 Disability Evaluation - How To

|7 Initiate a Health Contract - How To

|7 Initiate a Reciprocal Agreement - How To

|7 Initiate a Reinstatement Application - How To

|7 Initiate a Retirement Contract - How To

|7 Make a Service Credit Purchase - How To

|7 Manage a Business Parimer Contact's Profile - How To

|7 Manage a Direct authorization Agreement - How To

|7 Manage a lob Assessor Agreement - How To

|7 Manage a Resolution Agreement - How To

|7 Manage a Service Credit Purchase Record - How To

|7 Manage a Social Security Agreement or Medicare Only Agreement - How To
|7 Manage a Supplemental Income Flan Agreement - How To

|7 Manage a System Transfer Out Request - How To

|7 Manage an Agency Merger - How Ta

|7 Manage an Independent Medical Examiner Agreement - How To
|7 Manage Billing and Payments for Payroll Contribution Reporting - How To
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Search
Online Help

pages

Highlighting

The Online Help search allows you to search for and view words or phrases
within all Online Help screens and “How To...” pages.

Words and phrases can be combined to create a more complex search:

Use... To search for For example...
pages
containing...
and between both terms Enter: member and nonmember
terms To find: pages with both
“member” and “nonmember”
or between either term Enter: member or nonmember
terms To find: pages with either
“member” and/or “nonmember”
quotation marks | the exact phrase in | Enter: “member and nonmember”
around terms quotes To find: pages with exactly
“member and nonmember”

. Table of Contents Index @L/Search 5 < Back Forward®

X
Type in the word(s) to search for;

Highlight search results 'h

218 Agreement Summary Page e
ADA Compliance: Apply for Death Benefits - How Ta

Add Contacts Page

Add Exclusion Details Page

Add Exclusion List Page

A&dd Related Party to Case Page

appointment Change Page

appointment Details and Event Page

appointment Details Page

Appaintment List - Division Page

Appointment List Page w

The Highlight Search Results checkbox is selected by default. Every

Search Results instance of the word(s) or phrase searched will be highlighted in yellow

within the pages displayed in the Search results.

The checkbox may be de-selected to prevent the search criteria from being
highlighted.



my|CaIPERS Online Help, Continued

Using the Index The index provides the option for entering a keyword to view all online help

<

Index vs.
Search

Back and
Forward
buttons

and “How To...” pages that have been associated with the keyword. A list of
Online Help and How To... pages that contain the indexed word displays in
alphabetical order.

. Table of Contents Ir Qx Search M8 Glossary < Back Forwardp

™

Type in the keyword to find:

X

Add a Benefit »

Add a Benefit Type

Add a Business Partner Contact

Add a Business Partner Relationship

Add a Business Partner's Address

Add a Contact for Death Benefits

Add a Direct Authorization Record

Add a Division

Add a Group to an Active Contract

Add a Health Dependent for an Active Employee 3

Keywords indexed for every page are: the page title, section names, and
associated “How To...” names. Index terms and search results are mutually
exclusive; Index keywords and phrases are assigned to a page, while the
Search function is dependent on the text within the online help page.

Selecting the Back and Forward buttons on the toolbar navigates to the
online help pages recently visited (since accessing my|CalPERS Online
Help). These buttons do not navigate back to my|CalPERS screens.

Printing Online  To print a page within Online Help:

Help
information

1. Right-click anywhere within the Online Help content section.
2. Select Print in the menu that displays.

-End -



